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Os All Concerned

ns  REROUTING CF SELECTED FINANCTAL TRANSACTIONS

ORJECTIVES

This adjustment of procedures and operating sieps
required to process sone firancial transactions is hexreby
promulgated to achieve the £ollowing objectivess

1.1 To eliminate duplicaticn of function, thus reducing
time and efiort

1.2 To reduce procedusal cost

1.3 To increase office productivity

PERSOHNEL MATTERS

2.1 General Guidelines = Salary vouchers/payrolls of personnel

3 without leave credits shall not pass the Personnel Office
excent for first salary voucher/payroll at the start of a
project or renewal of appointment.

2.2 Coverage

2.2.1 Project-based personnel
# Rescarch projects
#* Revolving Fund projects

2.2.2 Employees whose salaries/wages are charged against
Trust Funds

2.3 Procedural Guidelines

2.3,1 . Alk payrolls/salary vouchers chall be submitted first
to the Pudget Office instead of the Fersonnel Office.
2.3.2 ine Budget Office will erdorse the pa{rolls/vouchers
either to the Personnal Office for “hose with leave
- gredits or directly to ihe Accounting Division for
payrolls of employces who do not earn ieave credits,
2.3.3 The Internal Contzol Unik {Icu) shall detach one (1)
copy of the DIR of those under 2.2 to b2 submitted
to the Per  anel Ofiice for the empioyec's perscnal
folaer,
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3,2 Coverage

Je2sl Ti‘ust Funds =~ PA.OQOOE.
3.2.2 ReVOIVing Funds - I'A.OOO.ED
3,2.3 Cash advances

3.3 Exemption

General Trust

Authorized payroll deductions

BUR to2ves and retention fees g
Persc sl Services ( Trust & Revolving funds)
ViSCA Supply Deposit (VSD) ;
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3.4 Procedural Guidelines

3.4.1 The Accounting Division will forward directly to COA
vouchers cov..ed under 3.2 except the followingi .

#* Travel vouchers
% Cash advances and liquidation

Said vouchers/claims are forwarded by the Accounting
Division to ICU for posting/carding/notation purposes
after which the documents are endorsed to COA for
preaudit.
3.4.2 Vouchers under 3.3 shall no longer be subject to

: preaudit bv GCA except first salary and last salary
voucher/  roll. ICU preaudits and forwards directly
to the Cash Division for payment.

4, UAITIA OFFIGE-PAIR VOUGHERS SHALL NO LONGER BE REVIEWED BY ICU
BUT SHALL DIRECTLY BE POSTAUDITED BY ClAe

Tor guidance and compliance.

Ms Re VILLALUEVA
President
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